Approved Por\Release 20 





s - ■ ' * 

RDP6f-0 



ou BPM* 


EYES ONLY 

-2_ 


i3 July 1953 q 

Documc’^t. Ko. X ■-- ■ 

EO CCA:: . | | 

HiH)RAKDUM FOR* The In^tector General n 

Claas. Cila.:.— a a 

SUBJECT i PersKHinel Office dda jitmu, 4 A; a /; 

Auth; PD A K JilG. 77/ r/v^_ 

Date: SlOnr By: J? ®-f. 


CD 


1* The following ie subsni^lied in response to your reoues't 
for an objective evaluation of services fundshed 'Uils Office 
the Personnel Offices in ozxier to avoid loeaniz^less generali-< 
tieSji I offer comaent regarding each najcn* personnel function as 
well as the Porsoimel Office as a whole. 


^ciy.tfflent - Evaluation of the recruitfoent program 
involvBB two distinct elaoents* quantitative 
appraisal and qualitative appraisal. As to the 
former^ applicants for profesaicsial level positions 
are generally available in numbers adsquate to 
permit filling many vacant positions with reasonable 
dispatch* This is not true^ however^ of instructors 
in olandeatine tradecraft, Unguiatic scientists 
(except in the fields of Germanic and Romanic lan- 
guages) and Junior Officer Trainees. The number of 
applicants f«p clerical and stenographic positions 
would appear to be entirely inadequate as evidenced 
by the extreBsely long average time require to fill 
such positions. In adcHLtion, the level of skills of 
a large number of persons hired by the Personnel 
Office to fill clerical-stenographic positions through- 
out the Agemy is proven to bs suhmargijMtl when th^ 
are tested during ti» ECH) process. The ea^rlence of 
•teia Office %K>uld also Indicate toat the cause of dis- 
satisfaction aai ultimate resignation of a idgnificant 
n^^r of non-professional employees is irresponsible 
ccmimitaents of recruiting officers regarding prcootiwi, 
overseas work, etc, 

Plaeeme^ - Evaluation of the idacenH^nt program as ex- 
tended to this Office ind i c ates it has been generally 
satisfactory. It is suggested that it would be advan- 
tageous if all personal contacts with apj^cants idio 
have been selected for eaplcyment were made by or through 
the appropriate placement officer rather than by per- 
sonnel clerks of the Transactions and Records ^-anch. 
Under present practice, the placement officer has no 
c(witact with an applicant from the time of his selection 
f<n* ms^loyment u ntil toe regular foUow-tq) interview 
conducted nlrraty days after entrance on Atty. 
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Transactioiat and RBcorde - This Office has iittie dirodi 
knowledge of ef^eoiivensss with which routim per- 
sonnel actitme, personnel files, personnel statistics, 
etc*, are processed, recorded and maintained* It h as 
been suggested above that routine handling fey low-level 
clerks of jwrsonal contacts, inquiries r^arding Agency 
policies, etc*, during the enqiloyment larocessii^ of new 
persomel leaves much to be desired* H^re seea® little 
wisdom in \»ing a 19,000 per year recruiter to bait the 
hook and a #3,000 per year clerk to reel in the prospect. 

2, Services furnished this Office in connectian with prooess- 
ii^ for foreign travel, position classification and wa^ administra- 
tion, JBilitMy ijerssHU®! and ^ployee relations have been ^mrally 
very satisfactory. 

3* fhere are sc^ personnel services which to the best of ay 
knowledge are not being rendered bat idaich I believe diould be* 

Thus I weald ur^ that there be developed as soon as possible mini- 
mum qpalificati<»i standards applicable to each siguificMit cat^ory 
uTifi level of positiwi* Promulgation of such stKidarda would permit 
establishment of a clear, e<yiitable and constructive CIA promotion 
pc^oy. Heedless to say. It would also permit practical adainistra- 
tiai of an effective Agojcy-wide policy of selection-from-witoin to 
fill vacant positions now filled principally fey recruitij^ new 
<^^oyees at the higher grades* These are fundamental to the pro- 
gressive development and utiliaatlon of men, 'to maiy objectt'ves g£ 
the career service program, to aiy career service* 

U. I woaM also suggest iaqjroveaent in the acciaaulaticai, re- 
porting and analysis of personnel statistics* As presently Mde 
awllable to this Office, personnel statistics are largely historical 
in concept and value and would seem to be of use principally to the 
Controller and the Personnel Office* To be of ’ralue to the Mrector 
of Training, personnel statistics must be a tool of aan^eraent of 
this Office, Balacwed labor force is more ispn-tant than sheer 
number of people on board,* Attriti<m by cause, iy divisi^, msy help 
^ soft spots in the line of command, &it Statistics on toe 
Office of Training as a whole are of very little assistaiwe in the 
management of the Office* 

5* The following individuals in this Office apmd a portion of 
their time handling personnel sattors* 


Headquarters 



Personnel Officer OS-12 

Adminiatrative Officer QS-11 
Personnel Officer 0S-9 

Personnel Clerk QS-li. 

Perawmel Clerk OS-b 
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Personnel Officer OS-ll 
Administrati-we Officer GS-9 
Clerk -Stenop^her CIS4^ 


MBtnfv 


// MATTHEW Mlf© 
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MEMORANDA FOR: Director of Training 
SUBJECT : Personnel Office 


lo I am currently conducting a survey of the I’ersonnel 
Office in an effort to determine its effectiveness# and whether 
the agency is properly organized for the most effective 
personnel managemento Fundamental to this survey is the 
service which the Personnel Office furnishes to all components 
of the agency^ Consequently, I am requesting that you furnish 
me on an EYES ONLY basis an objective statement of whettier 
the service !*urM8hed your office by the Personnel Office is 
satisfactory and, if not, those matters which are not satls“ 
factory^ 

2„ As a further aid In this survey, would you indicate 
for me the exact number of individuals in your office (name, 
title and grade), including any on divisional or branch level, 
who spend any portion of their time handling personnel mat- 
ters o This is obviously not meant to include division or 
branch chiefs who would handle personnel matters as a normal 25X1 A 
function of their executive responsibilityo 
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